Embedded Help Content

KY MPPA includes embedded help content for each screen within the application. This
guide provides an overview of the content and how to access each type of Help content.

Embedded Help Content

Screen Specific Help Content

KY MPPA contains embedded Help content on each screen within the application. To access
the Help content for the particular screen, click on the Help icon (question mark) in the upper
right corner of the screen. (See Figure 1)
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+ Limit is 30 NPI's, all NPI's listed for the Provider must be on NPPES
+ Click "Add" if you wish to add NPI's, "Edit" to change existing record, "Remove” to delete existing record
. + After pressing "Add", enter data and then press "Add to Grid" to add a NPI to the grid, "Discard" to not save the
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primary checkbox
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Figure 1: KY MPPA Help Icon

Clicking on the Help icon will open a pop-up window with content specific to the current screen.
(See Figure 2)

Home > 1.1 Administrative Information > 1.3 NPI A |

Lists the screen number

Show |
Il in the upper left corner
NP1 of the pop-up window.
* Providers will need iat is to be associated with the Medicaid ID
+ The maximum number of NFIs that can be entered is 30 and after the maximum has been reached, the "Add” button will
be disabled

+ Ensure that the primary NPI listed on the grid is correct
«+ |If the NPI is incorrect, the provider has the option to edit or remove the NPI and make the necessary corrections
+ |If the NPI is deleted, all taxonomies that are associated with that particular NPI will be deleted as well

Primary

+ The Primary NPI is prepopulated from previous entry and noted as Primary

+ |f the prepopulated NPI is not going to be primary, you may assign the primary role to another NPI by clicking on the Edit
link

+ Click “Add" if you wish to add NPIs, “Edit” to change an existing record or “Remove” to delete existing record

Figure 2: KY MPPA Help Pop-Up Window
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Additional Help Content

Expanded Help content can be accessed from the the Show link on the screen specific pop-up
window. (See Figure 3)

(= 1.3 NPI- Internet Explore

@& https://uat.chfs.ky.gov/partnerportal/Help/IndividualProvider/Provider/Common/NPLhtm

Il NPI

|

+ Providers will need to enter all of the NPIs registered in NPPES that is to be associated with the Medicaid 1D
+ The maximum number of NPIs that can be entered is 30 and after the maximum has been reached, the "Add” button will

Figure 3: Show Link

Click on the Show link to open an expanded left-panel containing access to Contents, Index,
Search and Glossary. (See Figure 4)
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(= Partner Portal Help - Internet Explorer =R
@ https://uat.chfs.ky.gov/partnerpartal/Help/Individual Provider/IndividualProvider.htm#Provider/Common/NPLhtm ﬂ|

Home > 1.1 Administrative Information = 1.3 NPI ~ ||
: Hide

-1 Acministrative Information
1.0 Start New Enroliment
1.1a Basic Information

1.1b Basic Information NPI
1.2a Tax Information
1.2b Tax Information
1.3NPI

Providers will need to enter all of the NPIs registered in NPPES
1.4 Taxonomy that is to be associated with the Medicaid 1D

1.5 Add Group Members The maximum number of NPIs that can be entered is 30 and
1.6 Additional Identifiers after the maximum has been reached, the “Add” button will be
1.7 Address Information disabled

1.8 Contact Information Ensure that the primary NPI listed on the grid is correct

1.9 Language Information If the NPl is incorrect, the provider has the option to edit or

1.10 Bed Data )
ea oA remove the NPI and make the necessary corrections
2.0 Provider Qualifications N ! - .

2.1 Specialty * Ifthe NPl is deleted, all taxonomies that are associated with
29 License Information that particular NPI will be deleted as well
2.3 Certification Information
2.4 County Served Primary
2.5 Services Provided

30 Disclosure of Ownership + The Primary NPI is prepopulated from previous entry and noted

3.2.1 Disclosure of Ownership and C'V as P”maw R . .
3.2.3 Disclosure of Ownership and Ci * Ifthe prepopulated NPl is not going to be primary, you may

> assign the primary role to another NP1 by clicking on the Edit R

- —

Figure 4. Expanded Help Content Menu

Contents

The Content section contains a hierarchy tree menu of all the screens within KY MPPA.

To access the screen specific Help content for any screen, click on the section title. (See
Figure 5)
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https:/ uat chfs ov/partnerportal/Help/Individual Provider/Individual Provider.htm#Provider/Commaon/MNPLhtm a
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Home > 1.1 Administrative Information > 1.5 Add Group Members
Hide
“
There must be at least one group member with an active KY
5 : Medicaid Provider Number in each provider group.
1.2b Tax Information

E = 14 Taxonod 135 Taxlnformaton Only certain provider types can link to specific provider

5 1.5 Add Gr groups. Click here to see groups and associated provider types.

=] 1.6 Additional Identifiers

=] 1.7 Address Information In order for the provider group application to be submitted, ALL

=] 1.8 Contact Information invited members of the group need to accept prior o the application

E 1_?DL;2%u;g;Informatmn submission.
@ > 0 Provider Qualifications . Invitees must have an active KY Medicaid Provider

(5] 2.1 Specialty Number. N

5| 2.2 License Information . Invitees must accept the invitation to the group

5] 2.3 Certification Information before the group application can be submitted.

5] 2.4 County Served . If at least one provider has accepted the invitation,

5] 25 Services Provided the remaining Invitees who have not accepted the
'ﬁl-g ?‘fct';i’:;;esSIEOD‘;’E\T”“;?Ship G invitation can be removed and the group

E 321 D|sc|osure DfOWI"IErShIp and C- appllcatlon can be submitted.

osure of Dwnershio and C . The group application cannot be submitted if the only

https://uat. chf .ky.gov/partnerportal/Help/Ir div |duaIPr0 sider/Provider/ GroupEntlt' (Applic... ]egroup has not accepted the

Figure 5: Contents

Index

The Index section provides the user with a list of terms with associated page or section
numbers. These pages/section numbers may be where the information is entered into KY
MPPA or where the screen specific Help content provides an explanation.

Click on the first letter of the term to see the list of applicable screens for the term in question.

Click on the term or the applicable screen (multiple screens are listed if the term in included in
multiple locations within KY MPPA). (See Figure 6)
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Contel Index [Bearch Glossary Home = 1.1 Administrative Information = 1.7 Address Information A
ABCDEFGHIJKLMNOPQRSTU Hide
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~ | Address Type
Ce * Primary Physical — This cannot be a Post Office Box and is
1.5 Add Group Members the actual practice location
:-g ?;ig::: Enroliment » Other Physical — Other satellite locations
1.2a Tax ,nmfmaﬁm * Pay-To/1099 — The address that payments, tax and other
Managing efidaicial documenis il be sent
MEEFE’D'W‘*E + Mailing - General address for any other correspondence
1.2b Tax Information (=Seivetuivisdress=ypertimtareappieabie
1.2a Tax Information + Ifthe address is not the same for the address types, then select
, M;{gg Basic Information the type that does apply and add that information to the grid
1.1a Basic Information » Only one address may be entered for the following address
| Start New Enroliment types: Pay-To/1099 and Mailing/Correspondence
Mgg‘a" * Multiple addresses may be entered for Other Physical address
|
MD type
Medicaid * Upon completion of the first address type, if other addresses
;-g S‘STT"BW Enroliment need to be added, then select the applicable address type and
3.4.10Q14 complete the required fields
3.3.1 Q11 v
332012 T ax
Figure 6: Index
Search

The Search feature will allow the user to enter the term or concept and will redirect the user to
the appropriate Help content screen.

Glossary

The Glossary provides a list of terms along with their definitions and can be accessed by
clicking on the first letter of the term.
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